Exam Scheme & Syllabus

For the post of Personnel Officer under

» Exam Scheme

1-Written Exam

Uttarakhand Jal Vidyut Nigam Limited

Total (Written)

S. Subject Total Questions Total Total Paper
No. Marks Time Type
Part-1-(1) 25
GENERAL . 25
| -1 h
1 STUDIES/ (C;; eer? :::I 221?;5 (Sj e—l% (Each question
GENERAL is of 01 mark )
APTITUDE
Objective
Part-1-(11) PayHour Type
INDUSTRIAL
RELATION,
PERSONNEL 50 50
MANAGEMENT (Each question
& is of 01 mark )
HUMAN
RESOURCE
MANAGEMENT
100
1)INDUSTRIAL RELATION,
PERSONNEL
Part-11 MANAGEMENT &
INDUSZRIAL HUMAN RESOURCE
PFEERLS%TI\:(I\)JEIL MANAGEMENT------60
MANAGEMENT, | | &1k DRAFTING—40 — Subjective/
2 HUMAN 02 Hours Descriptive
RESOURCE Type
MANAGEMENT &
ESSAY WRITING,
LETTER
DRAFTING
175 Marks




2-Interview (Personality Test)

Subject Total Marks
Interview 25
(Personality Test)

Grand Total ( Written + Interview ): 175+25= 200

Note: -

e The written examination of Part-I (i), (ii) will be of objective type, in which the negative evaluation method
will be adopted. For each wrong answer given by a candidate to a question or for more than one answer given by
a candidate to the same question (even if one of the answers given is correct), one-fourth (1/4) mark of the marks
prescribed for that question will be deducted.

e Final Merit list will be prepared on the basis of marks obtained in the Written Exam Part | & Part 1l
( Objective Type & Subjective Type) and Interview.
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> Svyllabus

General Studies and Personnel Management
TOTAL MARKS : 75 TOTAL QUESTIONS: 75 TOTAL TIME: 01 HOUR

PART-I(i) (OBJECTIVE TYPE)

e GENERAL STUDIES/GENERAL APTITUDE
TOTAL MARKS : 25 TOTAL QUESTIONS: 25

Section A : GENERAL STUDIES
TOTAL MARKS : 10 TOTAL QUESTIONS: 10

The General Studies paper will include questions on current events and
matters of everyday observation and experience—with a focus on their
scientific aspects that may be expected of an educated person. The paper will
also include questions on the history, politics, and geography of India and
Uttarkhand that a candidate can answer without specialized study. It will also
contain questions regarding basic knowledge or general information about

computer usage.

Section B : GENERAL APTITUDE

TOTAL MARKS : 15 TOTAL QUESTIONS: 15

The questions on general intelligence will cover, both, verbal and non
verbal types, including questions on analogies, similarities and differences,
space visualization, problem solving, analysis, judgement, decision making,
visual memory, discrimination, observation, relationship concepts,
arithmetical reasoning, verbal and figure classification and arithmetical
number series. The test will also include questions designed to test the
candidate’s ability to deal with abstract ideas, symbols and their relationships,

arithmetical computations and other analytical functions.
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PART-I(ii) (OBJECTIVE TYPE)

INDUSTRIAL RELATION, PERSONNEL MANAGEMENT &
HUMAN RESOURCE MANAGEMENT

TOTAL MARKS : 50 TOTAL QUESTIONS : 50

UNIT-1
Personnel Management:

Personnel Management Evolution, Development of Personnel Management in U.K., U.S.A.
and India, Objectives, Scope, Characteristics, Philosophy and Principles of Personnel
Management, Subject Matter. Functions and Responsibilities of Personnel Manager, Personnel
policies and procedures. Difference between Human Resource Management and Personnel
Management.

UNIT-2
Human Resource Management

Conceptual Framework, Human Resource Planning, Recruitment, Selection Procedure,
Placement, Induction, Training & Development, Performance Appraisal, Job Evaluation, Job
Satisfaction, Compensation Management, Employee Benefits and Incentives, Recent Trends
and Contemporary Challenges in Human Resource Management.

UNIT-3
Human Resource Development

Concepts, Assumptions, Values, Human Resource Development Mechanisms, Human
Resource Development Culture and Climate, Human Resource Development Interventions,
Human Resource Accounting and Audit, Knowledge Management, Human Resource
Information System. Human Resource Development and Sustainable Business, Human
Resource Development and diversity at workplace.

UNIT-4
Organisational Behaviour:

Meaning and Concept, Scope, Nature of Human Behaviour, Personality, Perception, Learning,
Attitude, Motivation & Morale, Interpersonal Behaviour, Group Dynamics, Leadership,
Communication, Power and Authority, Organisational Stress, Organisational Change and
Development.

UNIT-5
Industrial Relations and Trade Union:

Concept, Scope, Evolution, Approaches of Industrial Relations, Factors and Principles of
Industrial Relations, Collective Bargaining, Workers Participation in Management, Conflict
Management and grievance handling, Disciplinary Action, Code of Conduct, Industrial
Relations in Changing Scenario, Evolution and challenges of Trade Unions in India, Trade
Union Act 1926, Present Scenario of Trade Union in India.




Unit-6
Industrial Disputes and Settlement:

Industrial Disputes: Concept, Factors, Forms, Causes, Trends, Prevention and Settlement, Role
of State and Central labour Administration, Strikes and Lockouts, Industrial Employment
(Standing Orders) Act 1946, The Industrial Disputes Act 1947, The Industrial Disputes
(Amendment) Act 1984.

UNIT-7
Labour Legislation:

Concept, Evolution, Objectives, Principles and Classification. International Labour
Organisation, Social Justice and Labour Law, Indian Constitution and Labour Law:

1. The Factories Act, 1948

2. The Inter- State Migrant Workmen (Regulation of Employment and Condition of Service) Act
1979.

3. The Contract Labour (Regulation and Abolition) Act 1970.

4. The building and other Construction Workers (Regulation of Employment and Conditions of
Service) Act 1996.

5. The Child and Adolescent Labour (Prohibition and Regulation) Act of 1986

UNIT-8
Wages and Systems of Wage Payments:

Wages: Meaning, Types, Policies, Factors, Theories and Wage Differentials, Methods of Wage
Payments, Wage and Salary Related Laws:

1) The payment of Wages Act 1936.

2) The Minimum Wages Act 1948.

3) The Equal Remuneration Act 1976.

4) The Payment of Gratuity Act, 1972

5) The Employees' Provident Funds and Miscellaneous Provisions (EPF & MP) Act, 1952

UNIT-9
Labour Welfare and Social Security:

Labour Welfare: Meaning, Scope, Need, Types, Theories and Principle, Statutory and Non-
Statutory Labour Welfare Provisions and their Compliance, Industrial Social Work.

Social Security: Concept, Evolution, Scope and Types, New Dynamics of Labour Markets in
India, Economic Systems and Challenges of Labour Market in India.
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PART-II (SUBJECTIVE TYPE)

INDUSTRIAL RELATION, PERSONNEL MANAGEMENT,
HUMAN RESOURCE MANAGEMENT & ESSAY WRITING, LETTER DRAFTING

TOTAL MARKS : 100 TOTAL TIME: 02 HOURS
Section-A
INDUSTRIAL RELATION, PERSONNEL MANAGEMENT & HUMAN RESOURCE MANAGEMENT
Total Marks: 60

UNIT-1
Personnel Management:

Personnel Management Evolution, Development of Personnel Management in U.K., U.S.A.
and India, Objectives, Scope, Characteristics, Philosophy and Principles of Personnel
Management, Subject Matter. Functions and Responsibilities of Personnel Manager, Personnel
policies and procedures. Difference between Human Resource Management and Personnel
Management.

UNIT-2
Human Resource Management

Conceptual Framework, Human Resource Planning, Recruitment, Selection Procedure,
Placement, Induction, Training & Development, Performance Appraisal, Job Evaluation, Job
Satisfaction, Compensation Management, Employee Benefits and Incentives, Recent Trends
and Contemporary Challenges in Human Resource Management.

UNIT-3
Human Resource Development

Concepts, Assumptions, Values, Human Resource Development Mechanisms, Human
Resource Development Culture and climate, Human Resource Development Interventions,
Human Resource Accounting and Audit, Knowledge Management, Human Resource
Information System. Human Resource Development and Sustainable Business, Human
Resource Development and diversity at workplace.

UNIT-4
Organisational Behaviour:

Meaning and Concept, Scope, Nature of Human Behaviour, Personality, Perception, Learning,
Attitude, Motivation & Morale, Interpersonal Behaviour, Group Dynamics, Leadership,
Communication, Power and Authority, Organisational Stress, Organisational Change and
Development.
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UNIT-5
Industrial Relations and Trade Union:

Concept, Scope, Evolution, Approaches of Industrial Relations, Factors and Principles of
Industrial Relations, Collective Bargaining, Workers Participation in Management, Conflict
Management and grievance handling, Disciplinary Action, Code of Conduct, Industrial
Relations in Changing Scenario, Evolution and challenges of Trade Unions in India, Trade
Union Act 1926, Present Scenario of Trade Union in India.

Unit-6
Industrial Disputes and Settlement:

Industrial Disputes: Concept, Factors, Forms, Causes, Trends, Prevention and Settlement, Role
of State and Central labour Administration, Strikes and Lockouts, Industrial Employment
(Standing Orders) Act 1946, The Industrial Disputes Act 1947, The Industrial Disputes
(Amendment) Act 1984.

UNIT-7
Labour Legislation:

Concept, Evolution, Objectives, Principles and Classification. International Labour
Organisation, Social Justice and Labour Law, Indian Constitution and Labour Law:

1. The Factories Act, 1948

2. The Inter- State Migrant Workmen (Regulation of Employment and Condition of Service) Act
1979.

3. The Contract Labour (Regulation and Abolition) Act 1970.

4. The building and other Construction Workers (Regulation of Employment and Conditions of
Service) Act 1996.

5. The Child and Adolescent Labour (Prohibition and Regulation) Act of 1986

UNIT-8

Wages and Systems of Wage Payments:

Wages: Meaning, Types, Policies, Factors, Theories and Wage Differentials, Methods of Wage
Payments, Wage and Salary Related Laws:

1) The payment of Wages Act 1936.

2) The Minimum Wages Act 1948.

3) The Equal Remuneration Act 1976.

4) The Payment of Gratuity Act, 1972

5) The Employees' Provident Funds and Miscellaneous Provisions (EPF & MP) Act, 1952
UNIT-9

Labour Welfare and Social Security:

Labour Welfare: Meaning, Scope, Need, Types, Theories and Principles, Statutory and Non-
Statutory Labour Welfare Provisions and their Compliance, Industrial Social Work.

Social Security: Concept, Evolution, Scope and Types, New Dynamics of Labour Markets in
India, Economic Systems and Challenges of Labour Market in India.
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Section-'B’
ESSAY WRITING, LETTER DRAFTING /ﬁw ?I@T-r, LERSICR]
Total Marks: 40
ESSAY WRITING/ ﬁEF‘ET ?ﬂﬂ? (150 Words)

Topics for Essay in English Total Marks: 10
1. Training and Capacity Building of Employees in the Era of Al (Artificial Intelligence).
2. Ethics, Integrity and Accountability in Personnel Administration.

3. Impact of Compensation and benefits on Employees satisfaction and Retention.

4. Debate on Mandatory CSR and Employee Welfare.

5. 21%century is in the hand of Smart Workers or Hard Workers.

2= fre <iee =g fiwa H P : 10

1.

W@ﬁﬂwﬁeﬁaﬁﬁzﬁma%sﬁaﬁﬁ?ﬁwwa%qqm I |

2. WRAR 519 Sl § GUR : gAfaal iR FHaTg |
3. e &5 @ Aol H HHAN! Rrerd AR 93 @ ufhar @ik
AT |

4. ART H AYFE T H ¢S JEIH - urERTRar 3R 9fas |

5. JEAIRY] & Y H AG FHEA TG B G 3R 37w |
LETTER DRAFTING / 9H ?I@FT (100 Words)

Topics for Letter Writing (English) Total Marks: 10

1. Letter to Management Regarding an Employee Grievance and its Resolution.

Letter regarding an Employee's Performance issues and Improvement Plan.

Letter regarding an Employee's Organizational stress and providing Counselling and
Employee engagement activities.

Letter regarding an Employee's Breach of Workplace Ethics and Corrective Measures.
Letter Addressing Frequent Late Attendance of an Employee's and its remedial
Measures.

2= v oE 3g faw F[A 8D : 10

1.

2.
3.

aﬁaﬁaﬁw—wa—ﬂﬁ@xﬁraﬁ?gwma%waﬁW|
HHANT R GReTl Ml & Ioatad 3R GURIHD JUTe H H e uF |
T HHART B PRI R FGER Haell TR R S R Suri
& Hag H U |

M & Fewl & 4 fda1g 3R SHS qHEM & IR 9 FdiEd uF |
DHHAR] DI dehlel IRV MTehdral AR Yaz- § uR & oy f[aama
TSl DI AT BT arell UF |

Note: 1)Candidates are required to compulsorily attempt Essay and Letter writing
both in English and Hindi language.
2) The above mentioned topics are only indicative; additional relevant
topics may also be considered.
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9= @R, U3 @/ ESSAY WRITING, LETTER DRAFTING

@A P : 40
f97 AT/ ESSAY WRITING (150 Words)

Topics for Essay in English Total Marks: 10
1.Training and Capacity Building of Employees in the Era of Al (Artificial Intelligence)
2. Ethics, Integrity and Accountability in Personnel Administration
3.Impact of Compensation and benefits on Employees satisfaction and Retention
4. Debate on Mandatory CSR and Employee Welfare
5. 21% century is in the hand of Smart Workers or Hard Workers

ff=<f e <re= =g Aiwa H 3B : 10

1.
2.
3.
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9 ?R?F'[/LETTER DRAFTING (100 Words)
Topics for Letter Writing (English) Total Marks: 10
Letter to Management Regarding an Employee Grievance and its Resolution.
Letter regarding an Employee's Performance issues and Improvement Plan.
Letter regarding an Employee's Organizational stress and providing Counselling and
Employee engagement activities.
Letter regarding an Employee's Breach of Workplace Ethics and Corrective Measures.
Letter Addressing Frequent Late Attendance of an Employee's and its remedial
Measures.

fe=<t v o =g fawy HdA 3 : 10

1. HHANI @ IR—IR IR IR FuRTHASG U & G § TF |
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3. [l FHaN! & BRI IR FaeR GadT IR iR I [FaRo1 ST
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2) SR AV B9 FHATHD 8, ATLIHAT D SR o= Heferd fawai
o A wfier far o |@oar 2
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